View/Print Performance Management Reports
NAVIGATOR

From the Navigator page, select your state’s NG Performance Appraisal Administrator:
Select the “View/Print Performance Management Reports”.
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"My Biz and associated web pages are web-based tools created by the Department of Defense (DoD) as part of the Defense
Civilian Personnel Data Systern (DCPDS) to allow DaD personnel access to and management of their personal personnel records.
The DoD MyBiz and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The
DoD MyBiz tool has na association with any private ar other enterprise using "MyBiz" in whole or in part as a title or logo.,"

There are 3 reports that can be run.

Interim Review Status Report (HR) - NG
Performance Appraisal Status Report (HR) - NG
Performance Plan Status Report (HR) - NG

To access the reports click on the magnifying glass next to the Program Name.

Performance Appraisal
Application (PAA)
Version 3.0

Schedule Request: Name
* Indicates requred fiekd

Cancel 'Step 10f3 _Newt

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1874, Personal information contained in this system may be used only by authorized
persons in the conduct of oficial business. Any unauthorized disclosure or misuse of personal information may result in criminal and/or civil penalties.

How 1o request a report: (Step 1 0f3)

Report Name: Type the report name you wish to request. If you dan't know the name of report, select the search icon to begin thy
Select the ‘Go* button on the page that will be presented. Choose the applicable report from the list.

Request Name: Enter information that will assist in doing a search on this request at a later time. Select 'Next' button

* Program Name 2
ReguestName |

The name can Iater be uzed 1o sexrch far this

Cancel Step 10f3  Next |
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Click on “Go”.

Search and Select: Program Name

Cancel | select
e

Search

Select a field to 'Search By', Next, enter a value in the text field. Partial searches mugjy#egin with the first few characters of the search field
followed by the '%'; e.g., Smi% or 02%. The most comman naming convention f Uil Name is last name, first name, and middle initial.

For best results, enter last name fallowed by the % and firsiname followed e %, e.g. Smith%John%. Select the 'Go" button, Select the
'Quick Select' ican next to your selection.

Search By Wgram Nama_'_l [7 Go |

Results

Select Quick Select Program Name Application Name
No search conducted.

Cancel, Select

4 ' | »]

Select your report, by clicking on the radio button in the Select Column then click on “Select” or “Quick
Select”.

( Search and Selec t of Yalues - Windows Internet Explorer

=10lx|

Search and Select: Program Name

Cancel | Select j

Search

Select a field to 'Search By', Next, enter a value in the text field, Partial searches must begin with the first few characters of the search field
followed by the '%'; e.g., Smi% or 02%. The most cammon narming canvention for Full Name is last name, first name, and middle initial.
For best results, enter last name fallowed by the % and firstname followed by the %, e.g. Smith%John, Select the "Go" button, Select the
'Quick Select' icon next to your selection.

Search By [Program Name ] [ Go |
, Results
Select Quick Select Program Name Application Name
« & Interim Review Status Report (HR) - NG CIVDODHR
o & Performance Appraisal Status Report (HR) - NG CIVDODHR
« X Performance Plan Status Report (HR) - NG CIYDODHR

Cancel | Select |
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Once you have selected your report click on the “Next” Button.

Performance Appraisal
Application (PAA)
Version 3.0

Schedule Request: Name
* Indicates requred fisld

}incel_ Step1of3 Next |

PRIVACY ACT INFORMATION

The information accessed through this system must be protected in accordance with the Privacy Act of 1974. Personal information contained in this system may be used only by authorized
persons in the conduct of official business. Any unauthorized disclosure or misuse of personal information may result in criminal and/or civil penalties.

How to request a report: (Step 1 of 3)

Report Name: Type the report name you wish to request. If you don't know the name of repor, select the search icon to begin the search.
Select the 'Go’ button on the page that will be presented. Choose the applicable repart from the list.

Request Name: Enter infermation that will assist in doing a search on this request at a later time. Select ‘Next' button to continue.

* Program Name  Performance Plan Status Report (HR) - NG =

Request Name ]

The nare can later be used to search for ths request

On the below screen, you must have a minimum of 2 Fields in order for the report to run. One field will
always be the *Appraisal Effective Year (YYYY).

You will then need at least one of the following parameters:
Rating Official

SOID -

Agency Group

Organization Name

uIC

PAS Code

Organization Structure ID

Click on “Next”.
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Schedule Req F
* Indicates required field

Cancel | Back |Step20f3 Next |
How to complete Step 2 of 3:

All required data fields must be entered before selecting the "Next' or ‘Back’ buttons.

If you select the ‘Cancel’ button, your current data will not be saved, and the system will take you back
“View Previous Request" page.

Program Name Performance Plan Status Report (HR) - NG

Request Name
* Appraisal Effective Year (YYYY) 2011 2,
: Rating Official <
Higher Level Reviewer o o e
Current PAA Status EQUALS .9
Current PAA Status DOES NOT EQUAL <
Performance Plan Status EQUALS 2,
Perf Plan Status DOES NOT EQUAL e
Employee Name .
Employee Number “
SO uQ N
Bsmarck, ND. %5501
Agency Group . <
Organization Name ' s - Q
uic ' 9
PAS Cade
Organization Structure 1D 2,

cancel | Back Step20f3 Next |

Click on “Submit”.

Schedule Request: Review

Cancel | Subm

Howto complete Step 3 of 30

Verify the informstion located within the 'Parameters’
If the information is correct, select the "Submit’ button to continue .
I you wish to cancel this request, select the 'Cancel’ button.

Name

Concurrent Program Name  Performance Plan Status Report (HR)- NG
Request Name

Parameters

Appraisal Efective Yaar(YYYY) 2011
Rating Official
Higher Level Reviewer
Current PAA Status EQUALS
Curant PAA Status DOES NOT EQUAL
Performance Plan Status EQUALS

Paif Plan Status DOES NOT EQUA
Ermployes Name
Employee Number
SOIC UQ
amara; %2 52500
Agency Group
Organization Name
uIc
PAS Code
Organization Structure 1D
Schedule
Schedule  As Soon As Possible
Recumrence  Never Repeats
Layout
Layout Seltings
ForLanguage Template Nam¢Language Output Fermat

American English NGPPSRHR English: United States RTF

Notifications

Recipients

Cancel | Submit
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Click on “OK”.

Performance Appraisal
Application (PAA)
Version 3.0

@ Information
Your request for Performance Plan Status Report (HR) - NG has been scheduled. The Request ID is 5017691

You can refresh your report by clicking on the “Refresh” Button until the Phase shows “Completed”.

Performance Appraisal
Application (PAA)
Version 3.0

Requests Pl
Refresh Button: Select to update th: se of the process execution -
Details [con: Provides a su that includes, but not limited to name of report, status, phase, request ID and parameters
Output icon: Review rg information

To exit this page, selgg#ie Home' link or select 'Logout' to exit the system.

Requests Su Table

_Refresh l1ip: ciick "Refresh” to update the phase of the

Name Date Details _ Output | Request ID| 'status
Performance Plan Status Report (HR) - NG -Apr-2012 07:55:40 E 5017691 = Normal

Once you receive the “Completed” Phase, click on the “Output”, you will receive a pop-up message.

Performance Appraisal
Application (PAA)
Version 3.0

Requests

Refresh Button: Select to update the Phase of the process execution
Details Icon: Provides a summary that includes, but not limited to name of repor, status, phase, request ID and parameters
Output Icon: Review report information

To exit this page, select the "Home' link or select 'Logout’ to exit the system.

Requests Summary Table
L[E Click "Refresh" to update the phase of the
Name
Performance Plan Status Repart (HR) - NG

Date
16-Apr-2012 07:56:40

Output | Reguest ID Status
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At this point you can Open your Report or Save to a selected destination on your computer hard drive.

Do you want to open or save this file?

Name: Performance_Plan_Status_Report_160412.xls
Type: Microsoft Office Excel 97-2003 Worksheet
From: warlock.dcpds.cpms. osd. mil

Open Save l Cancel |

¥ Always ask before opening this type of file

| g,

While files from the Intemet can be useful, some files can potentially
harm your computer. |f you do not trust the source, do not open or
save thig file. What's the rigk?

Below is an example of what the report will display.

K L ] N a P [:]

Performance Plan Status Report

w mle

PRIVACY ACT INFORMATION — The information provided in this report mustbe protected in accordance with the Privacy Act of 1974. Personal information comtained in this report may be used only by authorized persons in the conduct of official business. Any unauth

4 misuse of personal information may result in criminal and/er civil penalties.

S

6

7 Omam SOI Agency | _UICIPAS Oz, Fnployee | Enployee |Apprais | Perf Plan | PexfPlan | Kadng Higher Appraisal | Appraisal |Appraisal Taie T
g JWINT [No U3 _|RGAK _|WEBQAR 1215 NG Sannells, 313057 TE-RIBY| 75-0ct-87|Employes does mot
3 TINT_[No UQ_|NGAR _|WEBOAA TZI0[NG Haran, 313348 TE-Hov-30 T Joes ot
10 TIRT _[No [UQ _|NGAR _|WEEQAL T221 |NG Motte, 315770, M09 ~Jan-O1 [Exaployee does mot
11 TIFT_[No UQ_|RGAR _|WSBOAA T320|RG Dobbirs, 1367 E-Sep 0! DL ployee does mot
12 TISGS [Ro [RGAF__|J2ICFIRE _|34AI00 |NG Goetims, 311315, S-RIGE| 25-Sep” yee does wot
13 TS -_|No U0 |NGAR _[WSVHAR , Chinsteen 0595 78-RL08 Eprl yee does mot
14 FECKUI [No B T EED) T7-0ct07|_ 9-May- ployze does not
15 TITPAI[No TG [V TZILFMEZ Fisber, 314338 Z-0ct-89 | ZT-De Toes mot
15 TITHAI[No UQ_|NGAF _[J2ILFMHZ Eose, 3TE33T ZT-Apr05|_ T-Aps Toes mot
17 TI905S [No UG [NGAF __[J2ICFIKK 344100 |NG Monterans, | 311428 TI-RE04] T1-0¢ Toes rot
18 TI90S5 [No [NGAF__[JZICFIRR TEI00_[NG Leftel, Kackis| _ 31143%] T9-May-D. T3-Rl Toes mot

Note: These reports will display employees who have an active Performance Plan, as well as those

employees who have not started a Performance Plan.
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